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MeToan4yHi BKa3iBKH 11010 BUKOHAHHSA
JJabopaTopHuUX podiT

Hapuanpaum mianom 3 gucuuiuiind ' IndopmaTnku ta koMn’ioTepHa
TexHika" nependaueHo BUKOHAHHS J1abopaTOPHUX POOIT.

[Ipu BukOHaHHI J1abOpPaTOPHOI POOOTH CTYJAEHT MOBUHHUM TOTPUMYBATH
TaKUX MPaBHIL

1. TurynbHa cropinka poboTu odopmiroeTbest 3a icHyrounMm B J[BH3
«JITT» 3pa3zkom, HaBeneHUM HUk4Ye. AGo Qaitn mMae OyTH 3 iM’sM, JIe BKa3aHO
MPI3BHUILIE CTYJICHTA, Ipyna Ta HoMep JabopaTopHOi pOOOTH.

2. Slxuo nmabopatropHa poOoTa Mmiclisg MEPEBIPKH HE 3apaxoBaHa, Tpeda
BUIPABUTH MMOMMJIKH 3T1JIHO 3 3ayBaKCHHSIMU BUKJIaa4a. [{e HeoOxigHo poouTn
y KiHIi po0oTH (a00 B OKpeMOMY 30IIHTi), HAMKCABIIH CIIOYaTKy TUTYJI “PoOoTa
HaJ moMuikamu’. BHocUTH 3MIHM [0 TEKCTYy BXE€ TMEpeBIpeHOi poOoTH
KaTeropuuHo 3a00poHs€eThes. JloonpaiiboBana 1abopaTopHa poOOTa HATAEThCS
JUTSI TIOBTOPHOT MEPEBIPKH Pa3oM 3 IEPUIUM BapiaHTOM.

3. CrynmeHT, moO HE BHUKOHaB JjabopaTopHi poOOTH, A0 ICOUTY He

JAOITyCKA€ThCA.
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JlaGopaTtopHna po6ora Ne 1

3acBoeHHs1 MeToauKkH podoTu B IHTepHeTi

Meta pobotu. HaOyTn HaBMYOK 3 TOMIyKYy Ta KOMIIOBaHHIO iHGoOpMarii 3

InTepuery

IHopsiiok BUKOHAHHS
1. Crynentu 3a nanumu caity Min®iny Ykpainu

https://index.minfin.com.ua/ua/ 3HaxoaaTh iH(GOPMAILIiFO 010 0OPaHUX

3a MUGPOO OJIMHUIIb CYMH TPHOX OCTaHHIX IU(GP HOMEPY 3aIiKOBOT
kHwKku. Hanpuxman, Ne 456127, Cyma Tpbox octanHiX mupp 1 +2 + 7 =
10. Hudpa oquanns N = 0. OTxe 0OupaeMo HAPSIMOK AOCITIIKEHHS -

Inaexc indasimii.

Innexc i}

[HeKC MPOMHCIIOBOTO BUPOOHUIITBA

CepenHs 3apo0iTHa Tu1aTa B YKpaiHi

MinimanpHa 3apo0iTHa miaTa B YKpaiHi
[IpoxuTkoBUit MiHIMYM B YKpaiHi

Kypcu Hanionansaoro 6anky Yxkpainu 2004-2022
Ob6nikoBa craBka HBY

Kypcu mpoigaux ciToBux Bamot B USD 2008-2022

CsiTtoBi 1iny Ha 301010 2009-2022


https://index.minfin.com.ua/ua/

- CgiToi 11iHM Ha cpibno 2009-2022

2. Komirorots mani y ¢aitnu dpopmary Word ta Excel.

3. Y nonanpimux J1abopaToOpHUX poOOTaX BUKOPUCTOBYIOTH Il 1aH1 JIs
CTBOPEHHS TabJIUIb Ta rpadikiB.

4. Jlani oOupaTu 3a IKOMOTa MEHIIIMM YaCOBHUM 1HTEPBAJIOM.

5. 3HaWTH 1HII CaiiTH, A€ MOXHA OTpUMAaTH OuIbiie iHGOpMaIIii.

6. PesynpraTi poOOTH 3 MOLIYKY OyIyTh OLIHIOBATHCS Pa3oM 13

3aBIaHHSAMH 3a JJabopatropHuMu podotamu Ne2 ta Ne3.



JlabopaTopHa podora Ne 2
3acBoenns podoru 3 nporpamorw WORD

MeTta podoru: Mera po6oTH: BUBYEHHS HOPsAKY podoru 3 Word om

[Mopsimok BUKOHAHHS POOOTH :

3aeoanus 1. Ogpopmnenns mumyibHo2o aucma.
Cxuactu, HaOpatu, BiadopmaryBaTu 1 30€pertTu Ha 30BHIIIHBOMY HOCIT
TUTYJbHUN JTUCT POOOTH (IUB. MPHUKIAM) 3 TAKUMHU MOJISIMH: JTiBOpyd — 2.75 cM,

npaBopyu — 1 cm, 3ropu — 1.5 cM, 3HU3Y — 3 cM.

3asoanns 2. Po3oin “Beedenns’”.

Cknactu, Habpatu, BigdopmaTyBaTH 1 30€perTd Ha 30BHIIIHBOMY HOCIT
TEKCT 3 KOHCIIEKTY JEKI[iH, 10 MICTUTh CTUCIY 1H(pOpMAIlI0 MPO OUH 13
JTUCIIUILIIH, Ky BH BUBUYaKeTeoOcsTroMm 1-2 crop. Koken cryneHT obupae iHmi
YaCTUHU KOHCIIEKTY — II€ KOHTpPOIIOoe Bukianad. [loms Taki cami, sSiK 1 B

TUTYJIBHOTO JIUCTA.

3asoanns 3. PopmamysaHnus mexcmogoco hpazmenma.
Habpartu takuii TekcToBUil (hparMeHT:
SkOu BM BUMIIMCH TaK, SIK Tpeda
To i mynpicTs Ou O6yna cBo,
A T0 3amizere Ha HEOO
I Mu — HEe MU, 1 9 — HE 4.
I Bce To GauuB, Bce TO 3HAIO :
Hewma Hi nekna aHi pato
Hewma 1 bora, Tu1bKH 4. ..

T.I'.llleBuenko



1, TOBTOPIOIOYN HOT0 MOTPIOHY KIJIBKICTh pa3oM 3a I0roMororo Oydepa oOMiHy,
BUKOHAaTH BCl MOXJIMBI BapiaHTH (opMaTyBaHHS, 3MIHIOIOUYU MIPUPT, HOTo
pO3Mip, Haxui, JKUPHICTb, MO MPAaBOMY Kparw, MO IMEHTPY, 3 OOpamIICHHSM,

MIJIKPECICHHAM, HyMepalli€ro, cnenedexkramu 1 T.1.

3asoannusn 4. Bcmaska 6 0okymenm 8ikHa 000amka.
BcraButn B mokymeHT oaHe 3 BikoH nonatka “Ilanens kepyBaHHS
Windows i 3a 10IMOMOror BUHOCHUX JIiHINM O3HAYUTU OCHOBHI €JIEMEHTH BIKHA,

BKa3aBIIIM TXHIO Ha3BY 1 CTUCIIE IPU3HAYEHHS.

3asoanmusn 5. Bcmaska 6 00Kymenm MantoHKIS.
BukopucToBytoun myHKT MEHIO Bcmaeka, BUOpaTH MaJIlOHOK 1 BCTaBUTHU
Horo B JOKyMEHT. BcTaBUTH B JOKYMEHT APYTHil MajlOHOK, aje 301IbLICHHIMA
yasidi. CTBOpUTH €(eKT OOTIKaHHA TEKCTy HaBKOJO MaytoHka. HaTucHyTtu
“PrintScreen”, a motim — “Ctrl+V”. 3podutu Tak 2-3 pas3u i nogatu B Bamomy

JIOKYMEHTI MOSICHEHHS TOTO, [0 BUUIILIO.

3asoanns 6. Bcmaexa 6 0oxymenm mabauyi.
BukopucToByroun myHKT MeHIO 7abiuys, BCTABUTH B JOKYMEHT TaOJIHIIIO,
[0 MICTUTh D PAAKIB 1 4 cTOBMYMKa. 3almoBHUTE TaOIuUIl0 i1H(OpMAIIETO,
HamnpuKjiaajg, mpo ocoductuit Oromxer. Bimdopmaryiite ii, BUKOPUCTOBYIOUH
cTtaHgaptHi (¢opmaTtu, BHUOEPITH ONTHUMAIBbHI PO3MIPH OCEPEIKIB TaOIHII,

BHKOHAaWTE OOpaMJICHHS OB TaOJHIIi.

3aeoanns 1. Bcmasxa 6 0okymenm gopmynu.
BuxopucroByroun nmomatok Bcmasexkal O6'exm/  Microsoft Equation
BCTAaBUTH B JIOKYMEHT (JOPMYJIM 3 BHUIIOI MaTEMATHUKH ISl BU3HAYCHHS TUIOII
MiJT KPUBOIO, JOTUYHOI MPsIMOI 0 KPUBOi, AeTepMmiHaHTa Mmarpuli. Dopmynu

MO’KHA B34TH, HAIIPUKJIAJI, 3 KOHCIIEKTY 3 BUIIO1 MATEMATUKH.



3aeoanns 8. Cneyepexmu \WordArt.
BukopuctoByroun myHKT MeHIO BcmaskalO6'ekm  abo  maHemb
iHCTpyMeHTIB Manmosanns, Bukaukatu nogatok WOrdArt i, BUKOPHCTOBYIOUH
3alpONOHOBAaH1 1HCTPYMEHTH, NepeoOpMUTH THUTYJIbHHM JUCT Ta HaOpaHMii

BaMH TC€KCT KOHCIICKTaAII.

3aeoanusn 9. BoyoosysarnHs nikmozspamu 6 OOKyMeHm.
Buxopucropyroun texunonorito OLE, BcraButm B Word mgokymeHt
HiKTOrpamy, MpH aKTUBI3alil sKoi 3'sBiseTbest pomatok Excel i3 maOpanoi B

nyHKTI 3 mabopaTopHoi podotr Ne2 Tabnuiiero 1 rpadikom.
3asoanns 10. B6yoosysanns 06 exmise Smart Art”.

BuxopucroByroun «Bceranenns- Iimoctparnii-SmartArty, ctoputu

cxeMy poOOTH MEHeKepa.

10



JladopaTopHa podoora Ne 3
3acBoenns podotu 3 nporpamoro EXCEL

MeTta po6oTu: BuBUYCHHS opsyiky podotu 3 EXCEL

TTopsiiok BUKOHAHHS POOOTH :

3asoanusn 1. Oghopmnenns mumynvroco aucma.
Cxnactu, HaOpartu, BigdopmaTyBaTH 1 30€perTd Ha 30BHIITHBOMY HOCIT
TUTYJIbHUI JUCT pobotu (muB. Jlonato k 1) 3 TaKMMU MOJSAMHE: JIiBOpYyd — 2.75

cMm, mpaBopyd — 1 cm, 3ropu — 1.5 cM, 3amM3y — 3 cM, 3acobamu EXCEL s

3asoanns 2. Bcmaexa 6 0oxymenm diazcpamu.
BuxopucroByroun pomatok Bcmaexkal O6'ekml Microsoft Graph 1 mawi
Tabnuui eramy 6 3 maboparoproi podotu Nel, mobyayBaTu miocky abo 06'eMHy

JiiapaMmy 1 BCTaBUTH ii B 3BIT M0 JlabopaTopHiit po6oTi Nel.

3aeoanns 3. Pozpobra enexkmponnoi mabauyi i 0inosoeo epagirxa ¢ Excel
i scmaska ix y Word ooxymenm.

[TobyayBatu tabmumio “Ilpaiic-nMcT”, M0 MICTUTh YOTHPU KOJOHKH:
HallMeHyBaHHS TOBapy, BAJIFOTHA I11HA, TeaedoH npoaasiis, koa hipmu. Jlani nms
noOy/MoBU TaONWIll MOJKHA B3STH, HANPUKIaA, B YKpaiHCBKOMY J1JI0BOMY
moTtmwkHeBuky “biznec. [Ilpaiic-mucter”. IloOyayBatu  ainoBuii  rpadik
(ructorpamMmy) mopiBHsAHHSA IiH Ha ToBapu. Jns Bukimky Excel i3 Word

BUKOPHCTOBYBATH MYHKT MEHIO Bcmaskal O6'exm.
3asoanusn 4. Po3pobka 0inosoi ¢hopmu.

Cxknactu auioBy ¢hopmy, 11e MOXKe OyTH KOIITOPHUC, KaJeHIAPHUM TIaH,

JTOTOBIp a00 BIIOMICTh, PaxXyHOK, HakjagHa 1 T.I. 3alOBHUTU PO3POOJICHY

11



bopmy. O3HaAHOMUTECA 13 11a0I0HAMU iII0BUX (opM, HassBHUMH B EXcel (myHKT
menio Paiinl Cmeopumu).
3asoanmnn 5. Tabymosanus yHxyii.

[ToOynyBatu Tabnumpo 3HadeHb ¢yHKIi Y = N*Ln X, mpu 3miHi
aprymenty Bix 0 go +10, ne N - Homep cryaeHTta B cnucky rpynu. [lo6ynyBatu
niHiMHUN Tpadik gaHoi ¢yHkmii. Tabnuio 1 rpadik BOyayBaTH B JOKYMEHT
Word, BHKOPHUCTOBYIOUM TEXHOJIOTiI0O BOYJOBYBaHHS 1 3B'S3yBaHHS 00'€KTIiB

(OLE).

3aeoanns 6. Po3pobra mabauyi nocauienHss OAHKIBCbKOI NO3UYKU.
[ToGymyBatu TabnuIro morameHHs 6aHkiBcbKol mosuakun N*2000$
Ha TepMiH 3*N micsiy, nporeHTHa ctaBka 4*N %, ne N - Homep cryaeHTa B
criucKy rpynu. Tabnuisi MOBUHHA MICTUTH 5 KOJOHKA: HOMEP MICSIls, OCHOBHI
MJIaTEXK1 Ha MoTralleHHs 00pry, TjiaTa 1mo BiJICOTKaxX, po3Mip MOMICIYHOT BUTIJIATH
1 3amumkoBoi cymu. [Ipu moOymoBi Tabnuilli BUKOPHUCTOBYBaTH (P1HAHCOBI

bynkuii PMT.

12



JlaGoparopHa po6ora Ne 4
3acBoenns po6oru 3 nporpamoro POWER POINT

Merta po6oru: HaOyTtu podoTu 3 mporpamoro Power Point.

Iopsa10K BUKOHAHHSA:
1. CrBOpHTH IpE3EHTAIIiI0 3a pe3yJIbTaTaMu Po3pobok y mporpamax Word ta

Excel.

2. BuxopucToByBaTH €I€MEHTH aHIMAaLli.
3. BuxopucroByBaTH KOJBOPH Ta HAJAIITYBaHHS (OPMATY CTOPIHOK.

4. BcTaBUTH 3BYKOBHM CYMNPOBIiJ BalllUX IJIaKaTiB.

13
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JlaGopaTtopHa po6ora Ne 5

3acBo€eHHs po6oTH 3 mporpamoro Maxima

Iopsa10K BUKOHAHHSA:
CkauaTH 1 BCTAHOBHUTH Ha BallloMy KOMIIT'foTepi mporpamy Maxima
BupimuTty piBHSHHS 3T1IHO HOMEpa 3a CIUCKOM Tpymu 3 Taon. 1.
Bukonartu Bkazai 1ii 11 MaTpHILh, 3riAHO Ta0l. 2.
3HaiiTH MOXI/IHI Ta IHTErpaiu 3rigHo Tabu. 3 Ta Tadi. 4.
[To6yayBaTtu rpadiku QyHKIIi# 3riqHO Tabd. .

Bci pesynbratu npencraButy y 3BiTi dainy Word.

Tabnuus 1. — BapianTtu piBHSIHB

2a b2 — a2
1. 1- =— 5 .
X—a a“+x°-2ax

Bignosins: 2a £ b.

X+1 X+2 Xx+3
+ =

2. +
Xx—1 x+1 1-x?
Bignosinb: — 2.
3 x+1+x—1+2(x+4):0.
X—2 X+2 4-x2
Bignosigsb: — 1.
4 x+3+x—3+4(x+6):0
X—3 Xx+3 9g_x?
Bignosigb: — 1.
e x—4+x+4_4(4—5x):0.
X+4 x—-4 16-—x2
Bignosiab: 6.
6. 2 1 2x -1

5 = + 3 .
X —x+1 X+1 x°+1
Bignosinb: 2.

14



, 30 13 7+18x

x2 —1 x2+x+1_ xS —1
Binnosigs: {— 4;9}.
8 2x+5+3x—4:1.
X-5 x-=-2
Bignosias: {0;2,75}.
9 3x-3  2x+2 5(x-1)
S 2x%-2 3x%46x+3 12x°—24x+12
Bimnosias: 3.
5 oyd B
0. X 2X 16-16x iy

2 T2 =
X°=3x+2 X°-2x+1
Bignosiap: —2.
11, (x+2)%+x* =82
Bignosinn: {— 3;1}.
12. (x —1)(x—3)(x + 5)(x +7) = 297.
Binnosianb: {— 8;4}.
13. (Xx—4,5)* + (x-55)*= 1.
Bignosinn: {4,5; 5,5}.
14, (x +3)* + (x + 5)* = 16.
Binnosiap: {— 5;—3}.
x> 40 _10x 48

15. — .
3 X 3 ¥

Bignosinb: {— 2:3— \/ﬁ;6; 3+4/21 }
16.8x* + x° + 64x + 8 = 0.

Tabnuus 2. — Bapiantu Aiil 1ias MaTpuib

2 3 -1 -1 0 5
1. 2(A+B)(2B-A), ne A=| 4 5 2| B=|0 1 3].
10 7 2 -2 4

4 5 =2 2 1 -
2. 3A-(A+B)B,ie A=|3 -1 0|, B=|0 1 3|
4 2 7 5 7 3

15



10.

11.

12.

13.

14.

15.

16.

5 1 7 2 4 1
2(A-B)(A%+B), ne A=|-10 -2 1|, B=[3 1 0.
0 7 21

7 2 0 0 2 3
(A-B?)(A+B), ne A=|-7 -2 1|, B=|1 0 -2|.

1 1 1 31 1
5 2 0 3 6 -
(A-B?)(2A+B), ne A=|10 4 1| B=|-1 -2 0 |.
7 3 2 2 1 3
5 -1 3] 3 7 -2
(A-B)A+2B,ne A=| 0 2 -1|, B=[1 1 -2|.
-2 -1 0| 01 3
5 3 -1 (2 4 16
2(A-05B)+AB,ne A=|2 0 4| B=|-4 -2 0]
3 5 -1 6 8 2

3 2 -5 -1 2 4
(A-B)A+3B, ne A=|4 2 0| B={0 3 2]
11 2 4

1 4 2 4 6 -2
2A—(A%+B)B, e A= 2 1 —2 B= 4 10 1 .
4 1 2
3(A2-B?)-2AB", e A=|3 —2 0|, B= —7 ~2|.
0 -1 2

1 0 3 5 2
(2A-B)(3A+B)-2AB, e A=|-2 0 1| B= o 1 2.
-1 3 1

-3 -1 -1
2 31 2 7 13
A(A-B2)-2(BT+A)B, 1e A=|-1 2 4| B=|-1 0 5.
5 3 0 5 13 21
1 -2 3 4 11 3
(A+B)A-B(2A+3B), n¢ A=|2 3 5| B=|1 6 1
1 4 -1 2 2 16|
2 3 1 9 8 7
A(2A-B)-B(A-B), ze A=[4 -1 0| B=|2 7 3|
0 1 2] 4 3 5
2 1 3] 1 2 3
3(A+B)(AB™=2A), e A=|1 -2 0| B=|-3 0 1|.
4 -3 0 2 12

—2 0 0 -2 4
2AB—(A+B)(A-B), ne A= [ 2], B[l 2 3].

16



17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

217.

28.

29.

30.

1 -1 0
2A+3B(AB-2A), ie A=|2 0 -1/,
7 3 2

3 2 -4 0 1 -2
(A-B)(A+B)-2ATB, ne A[l 0 2], B[l 1 2}.
2 1 -1

3 2 - 0 3 -1
2A-AB(B-A)+B, 1e A=|0 -1 2| B=|2 -1 2]
5 7 1 -3 1 4
4 5 6 0 -1 1
A~ (A+B)(A-3B), 1e A=|-1 0 3|, B=[1 0 -2|.
-1 2 - 3 1 2
7 -3 0 —4 21
B(A+2B)-3AB, ie A=|1 -1 0|, B=[1 0 1.
2 0 3 3 21

1 2 3 4 2 1
3(A+B)~(A-B)A, ne A=|0 -2 3| B=[-1 2 0 |.
1 1 1 3 -1

1 -2 -2 035
A(A-B)+2B(A+B), ie A=|1 1 -2| B=|4 1 0.
1 -1 -1 11 2
1 -1 2 10 2
(2A+B)B-3B, 1e A=|3 0 -2| B= 1 1.
2 -1 1 -2 0 1
2 1 -1 2 -1 0
AB2(AT+B)A, ne A=l1 0 1| B=l0 2 1]
3 1 -2 1 3 -

2
1
3
1 2 3 2 3 -
(A+2B)(3A-B), nie A=|4 -2 1| B=|-2 0 -1|.
0

1 1
2ATB-A(B™-A), ne A=|2 2

0 1

1
2
3
2
1 2 3 1 0 2
3(A+B)(2B-A), ne A=|-1 0 2|, B=(2 3 1].
1 2 1 310
3

2 4 2 0 -2
2A(A+B)-3AB, e A=|1 -2 0|, B=|1 1 0 [.
0 1 2 1 -1 1

17



1 2 3 2 -2 4
31. 2(A-B)+(A+B)A, ne A=|-2 0 5| B=|0 5 -3
1 2 -1 1 1 -1

Tabnuus 3. — Bapiantu noxigHux

Buxozs9u 3 BU3Ha4eHHs oxijgHoi, 3Haiitn f'(0).

3 2 . 2
tg| X +x°sin— |, x=#0;
1 f(x)= 9( xj 3
0, x=0.
.(2 1} 2 _
arcsin| x=cos— |+—X, Xx=#0;
f(x)= 9x) 3
0, x=0.
arctg| Xxcos— X#0;
3. f(x)= g( XJ 4
0, x=0.
(3.1
In 1—sm(x sm—j . X=0:
f(x)= X
0, x=0
) .3
sin| xsin— |, x#0;
5. f(x)= [ J 6.
\/ n(1+x sin— J -1 x=#0;
x=0.
sin ex sm— 1 O 5 4 X2
I +X X# X“coS—+—, X=#0;
8. f(X): 3x

0, x=0.

3X X

1 . 5
arctg| x —x25|n— x#0; -C0S—, :
g J 10. f(x): Sin X - oS x=0
0, x=0.

18



([ 2. 6
X—+arcsin| x“sin— |, X=#0;

11. f(x)= X 12.
0, x=0.
()= tg(ZXZCOS(]/BX) —1+x|, x=0
0, x=0.
7
tgx -sin— ;
13, f(x): arctgx smx, X #0; 14,
0, x=0.
2x2+x2cosi, X #0;
f(x)= 9x
0, x=0.
2 211 :
15. f(x)= xoosSp X2 16.
0, x=0.
2x2+x2cos£, X #0;
f(x)= X
0, x=0.
Incos x _ .1 _
17 f(x): VR X #0; 18, f(x): 6x+xsmx, X#0;
0, x=0. 0, x=0.
2
e* —cosx < % 0: xsin>
19. f(x)= X ' : 20. f(x)=<& *-1 x=0
0, x=0. 0, x=0.
.2
x? sin=
21. f(x)=43  *-=1+2x, x=0; 22.
0, x=0.

1+In(1+ 3% cosgj -1 x=0;
X

f(x)=

-1 x=0; 24. f(x)= X2



arctg( —x?sin= j X#0;

25. f
sm(xzsm J
1+x x#0;
31—2x3sin§—1+x X #0;
27. f(x)= X | ’
0, x=0.
In(1+2x2+x3)
29. f(x)= ” , X200,
0, x=0.
COS X — COS3X
—, Xz0;
f(x)= X
0, x=0.
1—cos| xsin X #0;
31. f(x) ( xj

Tabnuus 4. — BapianTu iHTerpaiis

3HalTH HEBU3HAYCHHM 1HTETPa

e dx
—x\/xTrl
- dx

Txx? -1
xadx

X+ x4+

26.

30.

c1+1Inx
X

dx.

- X2 +Inx?
4, | ——dx.
. X

- (arccos x)’ —1

" /l—XZ

dx.
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7. jtg xIn cos xdx.

o |

11.

13.

15.

17.

19.

21.
23.

25.

27.

29.

31.

4dx

x +1)

¢ SINX—COS X

3
e X + X
dx.

Jx*+1

 Xdx

Y 3x-1
. (x2+1)dx

J (cos x +sinx)°

X3

[———dx.

Y xP+4
« 2C0S X+ 3sin X

(X} +3x+1)°

dx.

RAERIW

XA +1

-arctg X + X

1+ X2

X3

[~ _ax.

Jx?+1

Jx

dx.

l;dxl

&(x+1)

J (2sin x —3cos x)®

.]/(Zx/;)tldx
" (Vex)

dx.

————ax.
cos®(x+1)
+ 1-cosx
10. —
¢ (x—sinx)
c XCOS X +Sin X
12. ———dX.
> (xsinx)
- xdx
14. .
Vxt-x*-1
g6, [REINZD 4
. x—1
18, -4arctgx2—xdx_
©  1+x
20, [2 28X gy
° X° +2sinx
9y -8x—arct(_32xdx.
¢ 1+4x
24, 4X dx.
X" +1
26, [ 222X g
xP+1
4
- X —(arctg x
28. ( ? )dx.
. 1+ X
. 2
-(arcsinx) +1
30. ( ) dx.

tg(x+1)

J1-x?
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Tabmuus 5. — Bapiaatu ¢dopmyn ainsa rpadikiB. CTyaeHT oOupae oaHy 3

IBOX (hOPMYJITy CaMOCTIHHO

1o 13 -2 =125
T8 —2Y =25,
Binnogias: (3;2).

) -
5 1q J1093(2x+y%) =1,

x+¥* _ 40,
Binnogias: (1;1).
3%.2Y =144,
B.12.
\Iogﬁ(y —X)=2.
Binnogias: (2;4).
(logq (x+Yy)=-2,
B.13.{ ¢
logs(x—y) =2.
Binnogias: (53;28).
1.1 1

Bl4.4Xxy Xx+y 2
Binnosins: {(—1,2);(2,-1)}.

X

—+
B.15.< y

2

Binnogias: {(£3;15), (£5;£3)}.
16 ) 1T y+:/x=0,
y++/x+23=0.
Binnosigs: (121;-12).
I'pyna C

3a sIKuX 3Ha4YeHb NapaMerpa d CUCTeMa HE MA€ pPO3B’SA3KY?

X+ay=1,
C.0L.
ax —3ay =2a+ 3.
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Bignosins: 0.
3a sIKuX 3Ha4YeHb mapaMmerpa d cucTeMa Mae 0e3J1id po3B’I3KiB?

X+ay =1,
C.02.
ax—3ay = 2a+ 3.

Bignosiab: — 3.
Po3B’a3aTu cucteMy piBHSIHb.

Xty =5
- {w 4y =3
Binnosias: {(1;16), (16;1)}.

c.os { X+ Yy =35,
T RBx+3fy =5.
Binnogins: {(8;27),(27;8)}.
1

2X—Yy

+Yy=-5
C.05.

Y __s.
(2X—Y

7 7
Bimnosie: {(——;-3),(-—;-2)}.
inmosizy: {(=7=3), (~-2)}
Cﬂa{qx+ﬂ+ay—azza

X+2y =4,
Bignmosian:
17, 1, , 23.39
2 2 _
co7 {(x +Xx+1D)(y +y+1) =3,
1-x)2-y)=6.

Binnosins: {(—2;-1), (-1,-2)}.
o8 {2(2 Iogyz X — Iog% y) =5,
X+y=12.
Binnosins: {(3;9),(9;3)}.

I I 8
C.09. { 9y X 7109x Y =3,
Xy =16.
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Binnosian: {(1/4;64),(8;2)}.
2(Iog%/ X — 2Iog > ¥Y)=-5

{xy =32.
Bignosiap: (4\/5;24/5).
{34+5y+9 0,
C.11.
2x —|y|-7=0.
Binnosins: (44/7;, —39/7).
C12{\/2x+y+1 JX+y =1
3X+2y=4
Binnosine: (2;-1).
X+Yy+2=
Cls{x+2y+32
X“+y +2° —14
Binnogsins: {(2;3;—1), (E',—1 g)}

Binnosizs: {(125:4), (625;3)}.
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JlaGopaTopHa podora Ne 6

CrBopenns Bed-caiity

Iopsa10K BUKOHAHHSA:

IIpo cTBOpPEHHS BIIACHOTO CAUTy

VY nabopaTtopHiii poOOTI PO3TIITHEMO BC1 €Tay CTBOPEHHS CAUTY: BiJl
TEXHIYHUX MUTaHb (XOCTUHT, JIOMEH, CUCTEMA YIIPABIiHHSI CAUTOM) 110
HATIOBHEHHSI KOHTEHTOM Ta MOJAJBIIIOTO PO3BUTKY MPOEKTY.

[cHyIOTH pi3HI BapiaHTH NPEACTaBICHHS B [HTEpHETI BIACHOTO MPOAYKTY: -
CTBOPEHHS TEMaTHYHOTO CAMTYy;
0JIOT 3 YHIKaJbHUMH MIPOTIO3UIIISIMU Ta ;

KaHal y Teserpami ado CTOpiHKa B COLl. MEPEXKI;

CTBOpEHHSI TEMAaTUYHOTO CaUTy

Heo06xigHo po3po0uTH TeMaTUYHUN CAlT, SIKUI BiIOBIa€ BUMOTaM:

Tema caiity: cailT ymMOBHOI (hipMu, 1110 MPOTMOHYE MEBHI BUAU MPOIYKIIT Ta
MOCIYT.

CaiiT MICTUTh HE MEHIIIE 5 CTOPIHOK 3 KOPUCHOIO ISl KOPUCTYBAYiB
iH(popMariiero;

Ha CalTi € pO3ALIM MO LIHU MOCIYT, LIHK TOBapiB, iHGopMalis po Gipmy,

KOHTKTHI TeJIe(OHH Ta Meisin, (POTO CIiBPOOITHHKIB, TOMIO ;

3BIT 3 1abopaTopHOi podOTH
B pe3ynbpTati BUKOHaHHS 1a00paTOpHOi poOOTH HEOOX1THO MOJATH

pO3po0IeHUI BIAaCHUWHUN CaWT.
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[Tnan po3pobOku caiity (ruian 1abopaTopHOl poOOTH)

Po3ristHeMo KOPOTKO IIJIaH CTBOPEHHS BJIACHOT'O BJIACHOI'O CAMTYy.

[I{o moTpidHO 3pobuTH (y JTabopaTopHiii poOOTI BUKOHYEMO TiIbKH IMYHKTH 2-8)
VY naGopaTopHiii poOOTi BUKOPUCTOBYEMO Oe3KOITOBHMIA XocTUHT Google, ane
IPaKTUKA MOKa3ye, M0 TaKl CAWTH MOLITYKOBHUKH I[IHYIOTh MEHILIE 1 BOHH pijlle
3'SIBJISIFOTHCS HA TTOYATKY MOITYKOBOI BuAadi. /Liisi caiiTiB Typuctudnnx ipm
HeoOXi/IHo BUOpATH TJIATHUN XOCTHHT 1 IOMEH JJIsl CalTy

BubOparu Temy caiity

CTBOPUTHU CTPYKTYPY callTy— BUTaayeEMO PO3ALIH Ta ix BMICT. Lle sik MiHi mian
PO3BUTKY caiTy. ( )

[linroryBaTu KJIKY0BI 3alIUTH VI cTaTeli— HAa OCHOBI IIMX 3aIIUTIB MU
MUCAaTUMEMO CTaTTi. MU MOBUHHI NTUCATH TaKl CTATTIl, K1 CIOHYKaTUMYTh
BIJIBITyBauiB CalTy pyXaTHUCs Aai, 10 MOKYNKU Ta moi3aku. Kiroui migdupatumMemo

cami uepe3 https://adwords.google.com/intl/e/home/tools/keyword-plannerms I'yria.

HanmcaTy cTaTTi — MUIIEMO CTATTI 3 ypaxyBaHHIM KJIFOYOBUX CIIiB (Y MUCHMOBIH
hopmi)

CTBOpIOEMO caliT 3a JonmomMororo sites.google

Po3micTuTn crarTi HA caliTi— Ha bOMY €Tari MU PO3MIIIIYEMO CTATTl1 Ha CaiTi,
3HaXOUMO BiIMOBIAHI (hoTorpadii Ta 1oAa€EMO iX 10 TEKCTY.

HNonaemo Ta AHAJITUKY— MOTPIOHO CTEKUTH 3a TUM, 1110 BiAOYBAETHCA

Ha caiiti. [ soro 6yaemo BukopuctoByBaTu Google Analytics.

[Tpukan npodeciiinoro BiacHoro caity touringbird.com/

PexoMenariii 111010 BAUKOHaHHS J1a00paTOpHOi poOOTH

[Ipe3enTartiis 3 po3'sICHEHHSIMU 100 CTBOPEHHS CAUTy 3a UM
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https://adwords.google.com/intl/e/home/tools/keyword-planner

Bubip nomeny Ta XOCTHHTY JJIsl CAUTy

[Tepiium KpOKOM y CTBOPEHHI BJIACHOTO BIACHOTO CalTy € BUOIp Miclis, /1€ BiH
nepedyBatume. TyT € 1Ba BapiaHTH O€3KOIITOBHUM Ta TUIATHHM.

XoctuHr (anri. hosting) — mocnyra 3 HafaHHs PeCypCiB IS PO3MITIICHHSI
1H(opmaIrii Ha cepBepi, 10 MOCTIMHO mepedyBae B Mepexi

JloMeH (oMeHHE iM's) — YHIKaJIbHHIH TEKCTOBHH IeHTH(IKATOP KOMII'TOTEpa
(xocta), miakmoueHoro a0 InrepHery. JlomeH ckiamaeTnes 3i ciiB (a0o mpocto

Habopy OykB/iudp), po3aiieHUx Kpankamu (HanpuKiIag, NMU.org.ua).

be3komITOBHUM XOCTHHI TAa JOMEH
{06 oTpumaTu 6e3KOMITOBHII XOCTUHT TA JIOMEH, JOCTaTHbO CKOPUCTATHUCS
MONITyKoM B iHTepHeT1. Cepes 3HaICHUX BaplaHTIB BapTO 3BEPHYTH yBary Ha Taki

CepBicH:

ILUTIOCH 0€3KOIITOBHOTO XOCTHUHIY

BAPTICTh- BU HE IUIATUTE 32 JIOMEH 1 XOCTUHT Hi KOMIMKH;

KOHCTPYKTOP CAMTIB— 3pyYHUIN IHCTPYMEHT JJII CTBOPEHHS CaMTy, 3 IKUM
po30epeThCsi HaBITh HOBAYOK;

Minycu 0e3KOIITOBHOIO XOCTHHTY

pekjiaMa— Ha BallloMy CalTi BIIOOpaKaTUMEThCS peKiaMa CepBICy, SIKUii HallaB
XOCTHHT;

1poodJieMu 3 MOTPAIJISTHHAM Y MOIIYKOBY BU/Ia4y— OCKUIHKM Ha TaKUX CepBicax

PO3MIIIY€ETHCS Iy’Ke OaraTo caiTiB (4acTo AyXe MOTaHOI SIKOCTI) MOIIYKOBI CHCTEMHU
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https://sites.google.com
https://www.king-servers.com/
https://www.tophosting.in.ua/hyperhost
https://cityhost.ua/?partner=tophostinginua
https://www.tophosting.in.ua/gmhost

HE JyKe 0X0o4e OepyTh iX Y CBOIO BHAAUY. A AKIIO i OEPYTh, TO PO3MIIIYIOTh HIDKYE

3a CalTH, pO3MIIICHI Ha 3BUYaHUX XOCTUHTAX.

e 6patu dotorpadii Ta Biieo sl cauTy

YoMy BakJIMBO po3MilryBaTH pororpadii Ta Bigeo y craTTsax? 300pakeHHs
JTIO3BOJISIFOTH BIJIMOYUTH OYaM BiJl YUTAHHS, TOMY CTaTTI CIIPUMMAIOTHCS OB
JETKUMHU Ta J00po3nwinBuMU. JloOpe Bijeo 301IblIye Yac, MPOBEACHUIN HA CTOPIHIII.
A 11e BriMBa€ Ha ()akTOPH MOBEIIHKH, K1 BUMIPIOIOTH MOIITYKOBI CHCTEMHU.
®dotorpadii Ta Bileo MalOTh BiNOBIJATH TEMATHUIII CTATTI.

[neanpHO, SKIIO BU MUIIETE TIPO MiCIIE, Ie OyM caMi 1y Bac € 0arato sSKICHHX 1
KpacuBux Qgororpadiii. ¥ npoMy BUMNAJIKY BU MyOJIKy€TE CTATTI Ta PO3MILIYETE Y
HUX BaIii GoTo Ta BIJEO.

BaxnuBo mam'sitatu Sk Mpo SKICTh MaTepiaty, a i 3aKOHHICTh HOTO

BUKOPHUCTAaHHA.

IIlo poOuTH, k0 BaacHux gororpadiii Hemae

Axmo pororpadiii ang cailTy HeMae, TO BU MOXKETE MITH OJHUM 3 TaKUX
IUISXIB:
3uaiitu ororpadii B Google i po3micTutH iX y cede Ha caiiTi. MiHyC IbOIo —
aBTOPCHKI mpaBa. ABTop ¢oTorpadii Moxe BUMaratu BuganeHus pororpadiii.
Hpyruii cnocid mMaiike Takuid caMuid, K TEepIIni, 3 OJJHIEI0 BIIMIHHICTIO — 31
3HalaeHuX ortorpadiil BU 3aiMILIAETE JUIIE T1, SIKI MOIIUPIOIOTHCS 3 JIILIEH31EI0 HA
BUKOpHUCTaHH:. Bu MoxxkeTe 0OMeXuTH criucok ororpadiii y HaJalTyBaHHIX
pesynbrary nomryky Google, BuOpasiiu IHcTpymMeHTH Ta HOTPIOHY JTileH310 (IHB.
Mau.1).
bipxi dororpadiii, Ha SKMX MOXKHA KYITUTH OYJIb-SIK€ 300pa)KeHHS 1 HE MEePEeKUBATH

yepe3 aBTOPChKI MpaBa Ta yHIKaIbHICTh. [lomysipHi 61pxi -
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https://www.shutterstock.com Ta https://fotolia.com. Be3kormitoBrna 6ipka -

https://pixabay.com

e Buacui ¢ororpadii- pororpadii moBuHHI OyTH XOPOLIOT AKOCTI Ta BIANOBIIATH

TeMaTHIll CaTy.

Pucynok 1. Bubip dotorpadiii i3 minensismu 3a gornomoror Google.
Bineo nns caitty - Bu MokeTe BUKOPUCTOBYBATH CBOE BiZICO, pPO3MIIIyBaTH
gy>ke Bizieo 3 YOUTUBE.COM a6o 3aMOBUTH JII CBOTO CAlTy yHIKAJIbHE BiJI€O.

O0polka 300pakeHb nepea myoJaikamiero Ha caTi

3BEpHITH yBary, 1o nepes myomKaiie 300pakeHHs TOTPIOHO CTUCHYTH
(3MeHIIUTH po3Mip ¢aitny). OcoOIMBO 1€ CTOCYETHCSI CBOIX GoTorpadiii, KOIu oauH
(aiin MOXKe BaXKUTH Kilbka Merabait. Benuki gpotorpadii JO0Bro BaHTaXKUTUMYThCA 1
MICYBaTUMYTh BpOKEHHs Bij caiiTy. OnTuManbHul po3mip ¢oTtorpadii Tpoxu Oinibiiie
200 K6. HixTo ix yBaxkHo po3risinatu. OTKe BaM HE MOTPIOHA BEJIMKA JeTami3allis.

[Ticnst Toro, sSIK HAMMCAaHHS CTAaTeH Ta iX myOJIiKallis BUKOHAH1, MOTPIOHO
BCTAHOBUTH Ha CaT IHCTpyMeHTH aHamTHKH. [{e Mmoxe Oyt Google Anamituka. 3 1x

JIOTIOMOT 010 BU BIJICTE)KYBAaTUMETE B3a€EMO/III0 3 CAITOM KOPHCTYBayiB.

SIK po3BUBATH CalT Aaii

Konu Ha Bamomy caiiTi 3'sBUJIMCS CTATTi, MOTPIOHO MOTyMAaTH MPO PO3BUTOK
caiity. Lleii eTamn BKIIrOYae:
® OYiKyBaHHS;
® AHAJITHKY;

® [IOKpAIllCHHA CauTy.
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https://fotolia.com
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Mu He IpOoCTO TaK BUIUIAIN OYIKYBaHHS B OKPEMHI KPOK — CAalTIB Ayke Oararo,
1HopmaIrli B IHTEpHETI OHA cTa€e nenaini ouibiie. [lomykoBuM cuctemam
HOoTpiOeH vac, 00 MpoiHIEeKCYBATH Balll caiiT (ogaTu Oro CTOpiHKH 10 cebe y
NOIIYyKOBY BHaauy). [Ticiis bOro Ha CalT MiAyTh eI KOPUCTYBaYi.

SKio caldT XOpouUInii 1 KOpUCTyBaul Oy yTh 3HAXOAUTH HA HHOMY BIJIIOBI/Il HA
CBOT 3aIIUTaHHSI, MONIYKOBI CUCTEMU OyAYTh MiAHIMATH MOTO BUIIE B pE3yIbTaTax

MOIIYKY.

Inaexcanisn craTeid BJ1acHOro caiTy

CraTTi MOXKYTh JJOCUTH IIBUIKO MOTPAIKMTH B MOIIYKOBY Buaady Google i mouatu
HABOJIUTH BiJIBIlyBauiB Ha CAlT. AJle 1HO/A1 TOBENEThCS MoueKaT 2-3 MICSIII MicIs
myOJTiKaIii CTaTTi, MepIil HiX 3'aBUThCs TapHuit Tpadik. [1]o MoxHa 3podutH, 1106
MIPUCKOPUTH LIEW MPOILIEC:

BUKOPHCTOBYBATH COLIaJIbHI MepesKi— CIOJIU BXOJUTb SIK CTBOPEHHSI TEMaTUYHUX
rpyMN 3 aHOHCAMH CTaTel Ta MOCWJIAHHSMHM Ha CalT, Tak 1 myOJIiKallis MoCUIaHb B
oco0ucToMy 00IIKOBOMY 3allnCi;

BiIcTeKYyBAaTH BiABiTyBaHHS cTOpiHOK 3a qomomororo Google Analytics.
MOKPANyBATH CTATTI, HA K1 e Mano Tpadiky - 1ogaBaTH KOPUCHY 1H(POpMAIIiTO,
3ayicyBaTH 0(hOpPMIICHHS, TIOKpAIlyBaTH MOBEAIHKOBI (hakTopu (HAIpHKIIa, 10AaTH
I[ikaBe TEMAaTUYHE BiJI€O HAMPUKIHII CTATTI).

Sk BcranoBuTH Google AnamiTuky
Jlnst mouaTKy BaM motpiOHO cTBOpUTH 00iKOBHI 3amuc y Google. ITics
I[LOTO TIEPEXO/IbTE BAHAIITHKY1 BUKOHYETE aHaI3 332 JOMIOMOT00 iHTepdeicy

cepBicy.

IIlo poOuTH, AKIIO HA CAIT He HAYTH BiaABiAyBayi
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JInst movaTKy mepeBipTe AKICTh cTaTeil. SIKIIO 31 CTaTTSIMU LIOCh HE TaK
(moraHuii TEKCT, TOBrO BAHTAXKUTHCS, HE 1IKABO YUTAaTH, B iHTepHETI Bike 1000
cTareil Ha 110 %K TeMY), TO 1X MOTPIOHO MOKPAIIyBaTH Ta A0OMPAIlbOBYBATH:
JnoAanTe 10 HUX IikaBl QakTH,
nepeBipTe YMTabeNbHICTh cTaTel (po30KBKa Ha ad3aly, po3Mip WpUPTy, K
BIZIOOpaKAIOThCs HA MOOUTBHUX MPUCTPOSIX);

NoAMBITHCA HA ToN-10 MONIYKOBOI BH1aul 32 TAKUMU K KITtouaMmu, siK y cratti. o y
KOHKYPEHTIB, YOTO HEMae y Bac?
noAyMamTe, 110 BU MOXKETE JI0JIaTh JI0 CTaTTi, 100 BiH OyB KpaIluM, HIXK Y

KOHKYPEHTIB.

II{o po6uTH, IKIIO 3 caiiTOM Bce 100pe?

JlaBaiite 11e pa3 BUIIIIMMO OCHOBHI YMOBH, 32 SIKUMH MH BU3HAYa€MO, 1110 3 CAUTOM
Bce no0pe. [Ipu ix BUKOHAHHI MOYKHA TIEPEXOUTH 0 MOHETH3AIlli CalTy:

Ha caiiti € He menmie Hixk 50 cTaTei, 1 BiH IPOOBXKYE IMOMTOBHIOBATHUCH.

VY¢i CTOpIHKM cailTy 3HAXOASATHCS Y MOIIYKOBIM BHIa4l Ta 3ay4at0Th BiJIBiIyBayiB.
CaiiT He Ma€ KOJIHUX CAHKI[IF 3 OOKY MOIIYKOBUX CHCTEM.

CaiiTy moHa/ 1micTh MICSIIIB.

Sk1io 3 caiiToM Bce g00pe 1 MimoB nepiuuii Tpadik — BU Ha BIpHOMY IUISIXY.

IIlo poOuTH mic/1sl HATIOBHEHHS BCIX cTaTell MaPTHEPCHKUMHU IHCTPYMEHTAMHU
ITicas Toro, ik caliT HAIOBHEHUH LIIKABUMHU TEMATUYHUMU CTATTMHU, BU MOKETE
NEepeTy 10 HAMCaHHs MaTepiaiiB, 3aTOUYEHUX M1 eBHI TYPUCTHYHI MTPOMO3UIIIT
quist mapTHepiB. [IumniTe cratTi mpo Tpancdep, CTpaxoBKy, eKCKypcii Ta 0arato
1HIIIOTO. Y TaKi CTaTTI OpraHiuHO BOYIOBYIOTHCS BIJKETH Ta MAPTHEPCHKI MOCHIAHHS
BiJl BIIMOBIIHMX PEKJIAMOJIABIIIB.
Jlesiki BU3HAUYCHHS JIsl PI3HOBU/I1B MOCHIIAHb.

[Tocunanusi— 3BUYaiiHl TOCUJIAHHS 3 BAILIUM NMAPTHEPCHKUM MapKepOM
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['enepaTop mocujianb— OHJIANH JUTSE CTBOPEHHS TIOCHJIaHb 3 BaIllUM
MapKepoM Ha OyJib-SIKy CTOPIHKY CalTy KaMmaHii.

Baunepu- html-kon, skuit MiCTUTh 300pakKeHHS Ta MOCHJIAHHS Ha 1HIINN CalT.
BijnskeTn- iHTEpaKTUBHI €IEMEHTH, 3 SKUMU MOXE B3a€EMO/IISITH KOPUCTYBAU BaIlloro
caiity (Hampukian, GpopmMa MoIyKy, KajJeHaap, KOpUCHUI MaTepian).
HanamTyBaHHs Bi/lZKeTy- MOXJIMBICTh 3MIHUTH CTHJIb BijpKeTy (KOJIIp, JaHi 3a
3aMOBYYBaHHSM Ta IHIIIE).

White Label- neBamii THI BiIKETy, pe3yabTaT HOro poOOTH BiToOpakaeThCs Ha
CTOPIHIII BAIIOro caTy (Tam ke, e pO3MIIICHO BiKET), 0€3 mepexoay Ha CaluT
kamrmanii. Hampuknan, sikio MoBa ijie mpo BIKET MOUTYKOBOiI (POpMH, Pe3yIbTaT

MOINIYKY B1I0OPa3UThCS HA CTOPIHII BaIllOTO CAUTYy.

e Opartu ixei 1151 HOBUX cTaTel

[TonuBuTHucs B ['yrn Ananutuke, 3a SKUMH 3allUTaMU Ha CAalT NPUXOSTh
mou. SIKIIO y HUX € TMTaHHS, Ha SK1 Balll CAUT HE Ja€ BIAMOBIII, HAMUCATH CTATTIO.
[TounTatu iHII CaliTH, TOAIOHY A0 TeMAaTUKU. BUBYNTH, 1110 BOHU PO3IOBIIAIOTH
CBOIM BiJIBiJyBadyam.

VsaButu cebe Ha MicIll MaHIPIBHUKA, 110 BaM OyJio O IIKaBO A13HATHUCH, B SIKI
CUTYyallll BU MOXKETE MOTPANUTH.

[Togymatu, 1110 111€ MOB'SI3aHO 3 JTIOJEMU 3 o0poxkamMu? Lle MoxyTh OyTH
pI3HI TyMKH — CTPaxOBKa, 10 MOICTH, 110 B3ATH 3 COO0I0, CYBEHIPH, MOT0/a,
MICII€B1 OCOOIMBOCTI Ta MPUKMETH, ICTOPIsI MICIISl, TOPAU Ta PEKOMEHAAIT].

[Tountat popymMu Ta BIATYKH KOPUCTYBAUIB.

KyniBist XOCTHHTY Ta 10MeHY

JIoMeH Ta XOCTHUHT KYMYIOTh y criemianizoBaHux kommaHii. [[{o0 BuzHaunTucs
B IXHbOMY P13HOMAHITTI, MOKHA CKOPUCTATHUCS CHEIlaIbHUMHU CEpBiCaMu
MOP1BHSIHHS.

Hasenemo kinbka BapiaHTiB.

KymniBisi XocTHHIY U151 CAalTiB
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THy4YKa cucTemMa Tapu(]iB, € KOHCTPYKTOP CaMTIB, IOMEH Yy MOJAPYHOK, 3pydHa
MaHEJb YIPaBIiHHSA XOCTUHTOM;

- SIKICHHMM, HaJIIHHWUIA, TPO¢eCIHMIA TIIATHUNA XOCTHHT.

3BepHITHL yBArY: MONTYKOBI CUCTEMH BIJAI0Th IIepeBary cairam i3

ceprudikaramu 6e3nexu (y HUX MOCUIIaHHS MOYMHAETHCS Ha hitps, a He http).

PeecTpauisi 1omMeHy 1Jid calTy

Cepgic 151 peecTpallii J1OMEHIB:
PexsiamyBaHHS CBOrO CauTy.

PexiamMyBaHHS CBOTO CaliTy 3py4HO 3pOOHTH 3a JOMOMOTOI0 iHCTpyMeHTiB Google

SIK1 MOYKHA 3HAWTH 3a LIE€I0
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Joparoxk A

I'apsui kaasiwi y Bopai

[Tigo3proemo, 1o OiIbIIICTh JTroAekH HaOupae Tekctr B Word. [{ist Bac criucok
CEeKpETiB, SKi CKOpOUYYHOTh Yac POOOTH 3 TEKCTOM (pamToM XTO HE 3HAE MUX

KOMOIHAITi#).

1. IIIBuaAKO BCTaBUTH JaTy MOJKHA 3a JOMOMOTOI0 KomOiHarii kiasim Shift Alt
D. lata BctaButhes y popmari JJ.MM.PP. Taky x omepaiiito MOHa BUKOHATH 1
3roJIoM 3a JonomMororo komOiHarii Shift Alt T.

2. SIkmo BM 1 He BoJioaieTe ciinum crocodbom Habopy, To CAPS LOCK moxe
3irpatv 3 BaMU 37UH >kKapT. BumajkoBO yBIMKHYBIIM HOTO 1 HE MOJUBUBIIUCH Ha
€KpaH, MO>KHa HaOpaTH Topy TEKCTY, KW JOBEIETHCS BUAAIUTH 1 IEPETIUCATH 3 HYJISI
4yepes OAHY KHOIKY. AJie BUAUIMBIIN HEOOXiAHUN TeKCT 1 HatucHyBim Shift F3, Bu
3MIHHMTE PETICTP 3 BEJIMKOTO Ha MaJIHil.

3. [IpuckopeHHs Kypcopy

3a3BUyai, SKIO BU MEPEMIIIAETE KYyPCOP 3a TOIOMOI'00 CTPLIIOK, BiH PYyXa€ThCs
oJHi€r0 0ykBoI0. 11100 MpHCKOPUTH pyX, 3aTUCHITH Pa3oM 3i cTpiikoro kiasimry Ctrl.

4. Jly>xe xopucHa (QyHKIIisl, IO A03BOJISE€ BUAUISATA HEMOCHIIOBHI (PparMeHTH
tekcty. YTpumyiite Ctrl ta Buniisiite moTpiOHi BaM HIMATKU TEKCTY.

5. SIKIIO BU KOPHUCTY€ETECsS KOMIIOBAHHSM 1 BCTaBKOIO (a BH, HAIIEBHO, HUMH
KOPHUCTYy€ETECsI), TO, MIBUJIIC 3a BCE, 3HAETE PO po3uiupeHuit 0ydep oominy B Word.
S0 Hi, BiH BUKJIMKAE€ThCS HATUCKAHHSIM Ha OTHOMMEHHY KHOIIKY 1 TTOKa3y€e BCe, M0
BU KomitoBayu B Oydep mig yac podboTu.

6. SIkmo Bu poOuTE MaHyasl, OTJISA]] CEpBiCy a00 BaM IMPOCTO MOTPIOHO BCTaBUTH
ckpirmot y Word, me MoxHa 3po0HTH Jy’Ke MPOCTO 3a JOMOMOTOK BiIIMOBIIHOTO
iHcTpymenTy. HatucHite kHOmKy «3HiMOK», 1 WoOrd mokake BCi aKTHUBHI BiKHA.
HarucuyBim Ha Oy/b-siKe 3 HUX, BU OTPUMAETE CKPIHIIOT IILOTO BiKHA.

7. VYBIMKHEHHSI TE€PEHOCIB MOKE MOKpPALIUTH YUTaHHS TEKCTYy, a TaKOX

mo30aBUTh Bac BiJl JOBTMX TMOPOXKHIX IHTEpPBAJIB MDX cjoBaMH. Bu Moxere
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pO3CTaBUTH iX caMi abo0 JOBIpUTH Komm toTepy. KHomka 3HaXOAUTHhCS B MEHIO
"Po3miTka cTopiHku' - "Po3TaiiryBaHHs mepeHociB’.

8. Bu mMoxere momatd BoasHui 3Hak (watermark) Ha JTOKyMeHT IS
JToAaTKOBOro 3axucty. s mporo mepenaith B MeHIO «/[uzaiin» Ta BUOEpITH
«Iligknaaka». ¥ Word € 4otupu cTaHaapTHI 1a0JIOHH, TAKOK MOXHA CTBOPUTH CBiH.

9. lyxe xopucHa (yHKIIis, SIKa TO3BOJIAE MPOAYOIIOBATH OCTAHHIO KOMAaHIY.
Sxmo Bu HatucHere F4, Word moBTOpuTh OCTaHHIO KOMaH.y, IKy BH 3poOmnu. Lle
MOe OyTH BBEJCHHS TEKCTY, MOCIIIOBHE BUAAICHHS KUTBKOX PSIIKIB, 3aCTOCYBaHHS
CTWJIIB IJI PI3HUX BIJIPI3KiB TEKCTy Ta Oarato 1HIIOro.

10. CraButu Haronoc y Word mpocrime mpoctoro. J[jast 1bOro BCTaHOBITH
Kypcop IMicis JIITePH, Ha SKid Ma€ CTOSTH HArojoc, i 3aTUCHITH kiaBimy Alt 769.
BaxxnuBo: uudpu noTpiOHO HATUCKATH Ha HU(PPOBIN KIaBiaTypi MpaBopyy.

11. BepxHi0 CTpIUKy 3 KHOMKaMH MOKHa Jy>XK€ THYYKO HamamrtyBaTu. Jlis
1poro mepenaiTh B MeHto "®@aiin” - "[lapamerpu’ - "HamamryBatu ctpiuky’. Tyt
MOHa Jnojaty (QyHKIIII, sSIKUX padinie He Oyio, Ta BUAAIUTH Ti, sIKI HE MOTpPiOHI.
binbiie Toro, BU MoKeTe BUIATIATH a00 CTBOPIOBATH BKJIAJIKU 3 PYHKIIISIMH.

12. 1lIBuke BUAIICHHS BETUKOTO IIIMATKA TEKCTY

o6 mBUAKO BUAUIMTH BEJIMKUMA IIMATOK TEKCTY, BCTAHOBITH Kypcop y HOro
MOYaTOK 1 KJIAIHITh MUIIKOIO 13 3aTUcHYTUM Shift y ki ¢pparmenTa. 36epexe vac i
HEPBU y CUTYaIlisIX, KOJU JOBOJIUTHCS BUAUIATH KiJIbKa apKYIIiB OApasy.

13. llIBusKke IepeMilieHHS JOKYMEHTOM

IcHye kinbka KOMOIHAIH, SIKI Ay»e NPUCKOPIOIOTH HABITAIlIO 32 JOKYMEHTOM:

Ctrl Alt Page Down — HacTymHa CTOpiHKa,;

Ctrl Alt Page Up — monepents cTopiHka;

Ctrl Home - mepemicTUTHCS Bropy JOKYMEHTA,

Ctrl End — 3goragaiitecs cami. :)

BcraBka HOBOI CTOpPIHKH

14. Sk s HeHaBUIKY ceOe 3a Te, 110 He 3HaB 1€l komOiHalii panimre. Ctrl Enter
JI03BOJISIE MUTTEBO CTBOPUTH HOBHI apKyIil, a HEe yTpuMmyBaTu Enter oxniero pykoto, a

1HIIIOIO B II€H Yac 3aBaprOBaTH Yaid.
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15. 3a mpomoBuanusm Word 36epirae Bci ¢aiiau 10 nanku «JokymenTta». 11106
3MIHHMTH 1€, Tepeiaith B MeHo "@aiin” - "[lapamerpu” - "30epexenns”. Y psaaky
«Po3TamryBanHs TOKaNbHUX (aililiB 3a 3aMOBYYBaHHIM» BUOEPITh NOTPIOHY Manky. Y
IbOMY X MCEHIO MOXXHA HaJlamTyBaTh (OpMaT IOKYMEHTIB 3a 3aMOBUYBaHHSM,
aBTO30epexKeHHs Ta 6arato 1HIIOTO.

16. [I{o6 moBepHyTHM TEKCTy BHXiHE (opmMaTyBaHHS, MOTPIOHO HATUCHYTHU
koMmbOinarrito kiasim Ctrl Spacebar.

17. Slxuio Bu € BenukuM manyBanbHIKOM Microsoft i Word 3okpema, To HaBiTh
MOJKET€ BHKOPHCTOBYBAaTH HoOro sk MeHemkep 3aBaaHb. LllompaBma, cmepury
JIOBENIETbCS TPOXHU MocTaparuca. HaTuCHITH MpaBoi0 KHOMKOIO Ha CTpiuli (yHKIIN
3Bepxy Ta BUOepith «HanamTyBaHHs CTPIYKWY». Y NMPaBOMY CTOBIIII YBIMKHITh €IUHY
BIJIKITIOUEHY BKIAJKY «P0O3p0oOHHKY .

[lepeiinite y BrIanky «Po3poOHuk» 1 3HaiAITh enemeHT «llpamopenb», Ha
KoMy 300paxkeHa rajouka (domy O i Hi). Temep, HaTHCKalO4YM Ha Mpanopelb, BU

MOJKCTC CTBOPIOBATU CIIMCKH 3aB/IaHb Td MMO3HAYATU iX sIK BUKOHaHI.

18. Skmio Bu BUIMAIKOBO 3IMCYBAIM CBIM CIHCOK, BU MOXETE BUIIIUTH TEKCT
BepTHKaNbHO. [l 1boro yrpumyiite Alt Ta BHKOPHUCTOBYHTE Kypcop MHILIKH IS
BUILJICHHS.

19. He BapTO HaBiTh Ka3aTH, HABIIIO 11€ MOTPIOHO. Y HaII yac, Koy iHdopmaIlris
cTaja TOJIOBHOK 30pO€r0, MaTH JOJATKOBUM 3aXUCT HIKOJM HE 3aBaauTh. L1[o0
3aXUCTUTH JOKYMEHT IapoJieM, NepeniTe y Bkiaaky «daiim» ta BUOGepiTh «3axuct
JTOKyMeHTa». Tenep CMIIMBO CTBOPIOMTE Mapojib, MPOTE MaM ATalTe, SKIIO BU HOTO
3a0yjeTe, BIAHOBUTH MOTO HE BAACTHCSI.

20. 3aBepirye HaIll CIIUCOK HEMMOBIPHMI TPIOK Xakepa. SIKIIo paHiiie JJis Toro,
106 Bigkputu WOrd, Bu CTBOpIOBaIM HOBHUH JOKYMEHT a0O0 IIyKajid HOro B MEHIO
ITyck, To Temep 1e B MuHyoMy. HatucHiTh komOiHattito kiasimt Windows R i BBeaiTh
y BikHi Winword. SIKIo BU He KOPUCTY€ETECS KOMaHIHUM PSAIKOM JIJIS 1HIIHMX KOMAaH]I,
TO HACTYIHOTrO pa3sy, Konu Bu HaTucHere Windows R, komanma mis 3amycky Word

ABTOMAaTHYHO 3aBaHTAXKUTHCS 1 3AIMIIUTHCS JIMIIE HATUCHYTH ENter.
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Il'opssume knasunu Microsoft Word 2007

O6uwume 3agaum B Microsoft Office Word

JleiicTBHe
Co3anue Hepa3pbIBHOTO Npodea.
Co3nanue Hepa3pbsIBHOTO Aeduca.
JloGaBieHne NoIy>KHPHOTO HaYepTaHHUSI.
JlobaBieHne KypCHBHOTO HAUePTaHU.
JlobaBieHne MOMIepKHBAHU.
VMeHblIeHHE pazMepa MpudTa 10 MPeAbIAYyIIero 3HaueHHs.
VBenuuenue pazmepa mpudTa 10 CISTYIOMEro 3HaUCHS.
YMeHblIeHHe pa3mepa wpudTa Ha 1 myHKT.
VBenuueHue pazmMepa mpuQTa Ha OJUH IYHKT.

Vnanenue popMaTHpOBaHUS a03alia I CHMBOJIA.

KonupoBanue BbIieIeHHOTO TeKcTa Wik 00bekTa B Oydep oOMeHa.

VY naneHue BBIICICHHOTO TEKCTa WIN 00BbeKTa B Oydep oOMeHa.
BcraBka Tekcta uwin o0bexra u3 Oydepa oOmMeHa.
CrenuanbHas BCTaBKa.

BcraBka TOIBKO (pOpMaTHPOBAHHS.

OTMeHa 1ocieIHero AeHCTBHS.

[ToBTOp MOCIIEHETO AEHCTBHUS.

OTKpBITHE T1aI0roBoro okHa CTaTHCTHKA.

Pa6oTa c pokyMeHTaMu u Be6-cTpaHuLamm

Co3pgaHue, NPOCMOTP U COXpPaHEHUE AOKYMEHTOB

JleiicTBHe

Co3zganue HOBOTO JAOKYMCHTA TOI'O X€ THUIIA, YTO U TCKy].L[PIP‘I WJIU TIOCTIETHUM JOKYMEHT.

OTKpBITHE JOKYMEHTA.

3aKpbITHE JOKYMEHTA.

Pa3nenenue okHa JOKyMeHTa.
CHsTHE pa3/ie/ICHUs OKHA JIOKYMEHTa.

CoxpaHeHHE IOKyMEHTA.

Mounck, 3aMmeHa n nepexoabl

CoyeTaHue KIaBuII
CTRL+SHIFT+ITPOBEJI
CTRL+JE®UC
CTRL+B
CTRL+I
CTRL+U
CTRL+SHIFT+<
CTRL+SHIFT+>
CTRL+[

CTRL+]
CTRL+ITPOBEJI
CTRL+C
CTRL+X
CTRL+V
CTRL+ALT+V
CTRL+SHIFT+V
CTRL+Z
CTRL+Y

CTRL+SHIFT+G

CoueTraHue KJIaBUII
CTRL+N
CTRL+O
CTRL+W
ALT+CTRL+S
ALT+SHIFT+C

CTRL+S

JeiicTBHE CoueTanue KJIaBHII
ITouck TexcTa, HOPMATUPOBAHUS U CIICIHAIBHBIX 3HAKOB. CTRL+F
TloBTop moucka (rocie 3akpbiTHs OKHa [ToHCK U 3ameHa). ALT+CTRL+Y
3ameHa TekcTa, GOpPMAaTHPOBAHUS U CIICNUATBHEIX 3HAKOB. CTRL+H
Iepexon k cTpaHulle, 3aKJIaIke, CHOCKE, TaOJIUIE, MPUMEYAHHUIO, PUCYHKY M APYTUM JIEMEHTaM JOKYMEHTA. CTRL+G
Ilepexox MexIy MOCIEAHUMH YETHIPHMSI MECTaAMU BHECEHHS U3MEHEHUI. ALT+CTRL+Z
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OTKpBITHE CIIMCKA TApaMeTPOB HoucKa. [yt BrIOOpa mapaMeTpa BOCHOIb3yHTeCh KIABUIIAMHE CO CTPEJIKAMH, ALT+CTRL+HOME

3aTeM Hakmure kiapuiry BBO/I, 4ToObI HauaTh MOUCK B JJOKYMEHTE.
ITepexon kK MecTy NpeabIAyIIEr0 U3MEHEHHS.

Hepexo;x K MECTY CI€QYIONIETO U3MEHEHUS.

CMeHa pe>XuMa npocMoTpa

JleiicTBHe
Ilepexox B mpeacTaBiIeHHE PEeKUMA Pa3METKH.
Ilepexox B mpeacTaBiIeHUE PEKUMA CTPYKTYPHI.

Iepexon B mpeacTaBiIeHUE YEPHOBHKA.

Pe)xnM CTpyKTypbl

JleiicTBue
Iepenoc ab3aua Ha BHIIECTOSIIUN YPOBEHb.
ITepenoc ab3ara Ha HIDKECTOSIIHI YPOBEHb.
IIpeobpa3oBanue ad3ala B OCHOBHO# TEKCT.
ITepeHoc BbIAENEHHBIX a03alleB BBEPX.
ITepeHoc BEIIENEHHBIX a03aIleB BHU3.
Pa3BepThIBaHME TEKCTA MO/ 3aT0JOBKOM.
CBepThIBaHHE TEKCTA [0 3aTOJIOBKOM.
Pa3BepThIBaHME MM CBEPTHIBAHHE BCETO TEKCTA MIIM BCEX 3arOJIOBKOB.
CKpbITHE WM 0TOOpaXkeHne GOpMaTHPOBAHHUS 3HAKOB.
OtobpakeHne IepBOil CTPOKH OCHOBHOTO TEKCTa UIIH BCETO0 OCHOBHOTO TEKCTA.
OTo0OpaxkeHHe BceX 3arojoBKOB, 0(OPMIIEHHBIX CTHIIEM «3arojoBoK 1y.
Oto0OpaxkeHne BceX 3ar0JI0BKOB JI0 3ar0JIOBKA, O(OPMIICHHOTO CTHIIEM «3aroJoBOK Ny.

BcraBka cuMBoIIa TaOyISALUH.

Meuatb U NpeaBapuTeNbHbIA MPOCMOTP AOKYMEHTOB

JleiicTBue
[Tewyats noxymeHra
OTKpBITHE WK 3aKPBITHE OKHA MPEABAPUTEIBHOTO IPOCMOTpA.

HepeMemeHHe 110 CTPAaHULE ITPU YBEIIMIYCHHOM Maciirabe I/I306pa)KeHI/I$I.

CTRL+PAGE UP

CTRL+PAGE
DOWN

Coueranue KJIaBHII
ALT+CTRL+P
ALT+CTRL+O

ALT+CTRL+N

CouyeTanue KIaBuIx
ALT+SHIFT+CTPEJIKA BJIEBO
ALT+SHIFT+CTPEJIKA BITPABO
CTRL+SHIFT+N
ALT+SHIFT+CTPEJIKA BBEPX
ALT+SHIFT+CTPEJIKA BHU3
ALT+SHIFT+3HAK IIJTIOC
ALT+SHIFT+3HAK MUHYC
ALT+SHIFT+A
Kocas yepra (/) Ha ud)poBoit kiaBuarype
ALT+SHIFT+L
ALT+SHIFT+1
ALT+SHIFT+n

CTRL+TAB

CoueTanne KJaBHUII
CTRL+P
ALT+CTRL+I

Kuapumu co CTpeJIKaMu

[lepemerenue K IpeablayLIeii MK CIeAyIONel CTpaHHIle IPU yMEeHbLUICHHOM MacuiTabe u3obpaxenus.  PAGE UP wim PAGE DOWN

ITepemerenue K IePBOIl CTpaHUIIE IPH YMEHBIICHHOM MacIITabe H300paeHNUsL.

HepeMemeHHe K HOCHGHHCﬁ CTpaHUIE TP YMEHBIIECHHOM macrirabe I/I306pa)KeHI/I}I.

PeueH3npoBaHue AOKYMEHTOB

JleiicTBue
BcraBka npumeyanust.

BxuioyeHue v OTKIIOUEHUE PEKUMa 3aIIMCH UCTIPABICHUH.

CTRL+HOME

CTRL+END

CoueTanue KJIaBuIIl
ALT+CTRL+M

CTRL+SHIFT+E
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3akpeiTre 001acTH IPOBEPKHU (€CIM OHA OTKPHITA).

Pe>XuM nosIHO3KpPaHHOIo YTeHUs

JleiicTBHe
Ilepexon B Hauano JOKyMeHTa.
Ilepexon B KOHEL 1OKyMEHTA.
Ilepexon k cTpaHHLE C HOMEPOM N.

Brixon u3 peKUMa YTCHHUA.

CCbIJIKM, CHOCKM M KOHLeBble CHOCKM

JleiicTBue
TTomeTka 351eMeHTa OTJIaBJICHUS.
TTomeTka 31eMeHTa TabJIHIBI CCHUIOK.
ITomeTka 31eMeHTa PEeJMETHOTO YKa3aTes.
BcraBka 00bIYHOM CHOCKH.

BcTaBka KOHIIEBO CHOCKH.

Pa6oTa c Be6-cTpaHuyamm

JleiicTBue
BcTaBka rUNEepCChUIKH.
Ilepexon Ha oAHy CTpaHMIly Ha3ald.
Ilepexon Ha OJHY CTpaHUIly BIEPE.

OOGHOBIIEHHE.

NMpaBka n nepeMeLleHe TEKCTa U PUCYHKOB
YpaneHve TeKCTa U PUCYHKOB

JleiicTBue
VY naneHue oHOTo 3HaKa ClieBa OT Kypcopa.
Y naneHne oQHOTO CJIOBa CjIeBa OT Kypcopa.
Y naneHue oHOTo 3HaKa CrpaBa OT Kypcopa.

YnaneHHe OJHOTO CJIOBA CIIpaBa OT Kypcopa.

V naneHue BelaeneHHoro gparmenra B 6ydep oomena Microsoft Office.

OTMeHa MOCIIeIHErO ICHCTBHSA.

YnaneHHe B KOITUJIKY .

ALT+SHIFT+C

Topsiune kIaBUIIH
HOME
END
n, BBOJ{

ESC

CoyeTaHue KIaBHII
ALT+SHIFT+0
ALT+SHIFT+I
ALT+SHIFT+X
ALT+CTRL+F

ALT+CTRL+D

Coueranue KJIaBHII
CTRL+K
ALT+CTPEJIKA BJIEBO
ALT+CTPEJIKA BITPABO

F9

CoueTraHue KJIaBUII
BACKSPACE
CTRL+BACKSPACE
DEL
CTRL+DEL
CTRL+X
CTRL+Z

CTRL+F3

KonupoBaHue u nepemMellieHne TEKCTa U PUCYHKOB

JeiicTBuHe

BsiBo maneinn 6ydepa oomena Microsoft Office

Coueranue KJIaBHII

Haxxmure knaBumu ALT+S, 4To0bI HEpelTH Ha BKIAIKY
T'naBHas, a 3aTeM Ha)XMHTE KiaaBumu A, H.

KomnupoBaHue BbIICICHHOTO TEKCTa WM BBIOpaHHBIX pUCYHKOB B Oydep = CTRL+C

obmena Microsoft Office.
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VY naneHue BBIICIEHHOTO TEKCTA WM PUCYHKA B Oydep obMeHa
Microsoft Office

BcraBka nocieanero nobasnenus B 0ydep oomena Microsoft Office.
OJIHOKpATHOE IIePEMEIICHNE TEKCTa MIH PUCYHKA.

OJHOKpaTHOE KOMMPOBAHHE TEKCTA WIIH PUCYHKa.

OTKpBITHE 11a10roBoro okHa Co3JaHue HOBOTO CTaHAAPTHOTO OI0Ka,
KOT/Ia BBIJICICH TEKCT WM OOBEKT.

Korza BbIIeNieH CTaHIapTHBII OJIOK, HAapuMep, pUCYHOK SmartArt,

0T06pa>[<eﬂne CBA3aHHOTI'O C HUM KOHTECKCTHOT'O MCHIO.

YnaneHHe B KOITUJIKY .

BcraBka COACPIKUMOTO KOIIUJIIKH.

KOHHpOBaHI/Ie BEPXHET0 WM HUKHETO KOJIOHTUTYJIA U3 MPEABIAYIIETO

pasnena JOKyMEHTa.

BcTraBka cneumasibHbIX 3HAaKOB U 2JIEMEHTOB

Berapiisiemblii 3HAK
Ione
Pa3peiB cTpoku
PazpsiB cTpanuIs!
Pa3psIB cTONOIAa
JlnuHHOE TUpe
Kopotkoe tupe
Msirkuii nepeHoc
HepaspsiBHblii geduc
HepaspsiBHbIii ipoben
3HaK aBTOPCKOTO IIpaBa
OxpaHsieMblil TOBapHbIH 3HAK
ToBapHblii 3HaK
Msuororouune

OTKphbIBaroLas OAUHAPHASL
KaBbIYKa

3aKpI>IBaI()IlIa}I oauHapHast
KaBbIYKa

JIBOHBIE OTKPBIBAIOIINE
KaBBIYKH

JIBOiHBIE 3aKpBIBAIOIINE
KaBBIYKH

DJIeMEHT aBTOTEKCTa

CTRL+F9
SHIFT+BBO/Jl
CTRL+BBO/I
CTRL+SHIFT+BBOJ
ALT+CTRL+3HaK «MUHYyC»
CTRL+3HaK «MHHYyC»
CTRL+JIE®UC
CTRL+SHIFT+IE®HUC
CTRL+SHIFT+ITPOBEJI
ALT+CTRL+C
ALT+CTRL+R
ALT+CTRL+T

ALT+CTRL+TOYKA

CTRL+X

CTRL+V
F2 (a 3arem nepemecrtute Kypcop u Haxkmure Kiasuiry BBOJI)

SHIFT+F2 (a 3aTem nepemecTuTe Kypcop U HaXKMHUTE
kiasuiry BBOJ)

ALT+F3

SHIFT+F10

CTRL+F3
CTRL+SHIFT+F3

ALT+SHIFT+R

Topsiune kIaBUIIH

CTRL+ (0oanHapHas kaBbluka), (OAMHAPHAS KaBbIUKA)

CTRL+' (omuHapHas kaBbIuka), ' (0MHHAPHAS KABBIYKA)

CTRL+" (ogunapnas kaBbrdka), SHIFT+' (oannHapHas kaBbIuka)

CTRL+' (omunapHast kaBbruka), SHIFT+' (oauHapHas kaBbIvKa)

BBOI[ (HOCJ’IC BBO/JIa HECKOJIBKUX IEPBBIX 3HAKOB UMEHH JJICMCHTA aBTOTEKCTA U MOABJICHUA

BCIUTBIBAIOMIEH TOICKA3KH)

BcTtaBka 3HaKOB C NMOMOLLbIO KOAOB 3HaAKOB

Bcraska 3naka FOHHKOIa TS yKa3aHHOTO Koja 3Haka FOuukona (uectHaamarepuaHoe yncno). Hampumep,

JleiicTBue

Topsiune kIaBUIIH

Koo 3uaka, ALT+X

4TO0BI BCTaBUTH 3HAK «eBpo» (), BBeaute 20AC, a 3aTeM HaXXMHTE KIaBULLy X, YAEP)KUBasi HAXKATON

kiaBuiy ALT.
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Omnpenenenue kojJa 3Haka FOHUKO/a 171 BBIACICHHOIO 3HAKa

Bceraska 3uaka ANSI mist ykasaHHoro koza (zecstuanoe uucio) 3uaka ANSI. Hampumep, 4ToGbI BCTaBUTD
3HAK «eBpOY», HAXKMHUTE Ha b poBoit knaBuatype 0128, yaepxusas HaxaToii kinasuury ALT.

ALT+X

ALT+k00 3naka (Ha
uU(pOBOI KiIaBHaType)

BbigeneHune TeKCTa U pUCYHKOB

JleiicTBHe
Brutouenue pexxuMa BbIICICHUS.
Brigenenne Onmkaiiero 3Haka.

Pacmupenue Boienenus.

‘YMeHblIeHHE BbIJCIECHUS.
OtkintoueHne pexrMa BBIACIICHUS.

Pacmnpenne BeIieeHHs HA OJIUH 3HAK
BIIPaBO OT Kypcopa.

Pacumpenue BbIICICHNS HA OJUH 3HAK
BJICBO OT Kypcopa.

Pacuiupenue BbIICNICHUS 10 KOHIIA CIIOBA.
Pacuinpenue BbIICICHHS 10 Havaa CIoBa.
Pacuiupenue BbICNIEHUS 10 KOHIIA CTPOKH.
Pacuinpenue BbIICICHHs 10 Havaa CTPOKH.

Pacmmpenne BelieNIeHHs HA OJJHY CTPOKY
BHH3.

Pacmmpenne BelieNIeHHs HA OJJHY CTPOKY
BBEPX.

Pacuiupenue BbliesIeHNS 10 KOHIA ab3ana.
Pacuinpenue BblielieHNs 10 Havana ab3ana.

Pacmmpenne BelieeHHs HA OJJHY CTPAHHILY
BHH3.

Pacmmpenne BelieeHHs HA OJJHY CTPAHHILY
BBEpX.

Pacmupenue BbIIENCHNS 10 Hadama
JIOKYMEHTA.

Pacmupenue BBIIENCHUS 10 KOHIA
JIOKYMEHTA.

PacmnpeHHe BBIJICTICHUA 01O KOHIA OKHA.
Brinenenue Bcero JIOKYMEHTA.

BLIIIGH@HI/IG BEPTHUKAJIBHOTO 6JI0Ka TeKCTa.

Pacmnpeﬂne BBIICJICHHUA 10 ONIPEACICHHOT O
MeCTa B TIOKYMEHTE.

CoueTanne KJIaBHUII
F8
F8, a 3arem naxxmure CTPEJIKA BJIEBO unun CTPEJIKA BITPABO

F8 (HaxMuTe OMH pas, YTOOBI BBIIEUTH CIOBO, /IBa pa3a, YTOOBI BHLIEIUTD TIPeUI0KEHHUE,
HT. 1)

SHIFT+F8
ESC

SHIFT+CTPEJIKA BITPABO

SHIFT+CTPEJIKA BJIEBO

CTRL+SHIFT+CTPEJIKA BITPABO
CTRL+SHIFT+CTPEJIKA BJIEBO
SHIFT+END

SHIFT+HOME

SHIFT+CTPEJIKA BHU3

SHIFT+CTPEJIKA BBEPX

CTRL+SHIFT+CTPEJIKA BHU3
CTRL+SHIFT+CTPEJIKA BBEPX

SHIFT+PAGE DOWN

SHIFT+PAGE UP

CTRL+SHIFT+HOME

CTRL+SHIFT+END

ALT+CTRL+SHIFT+PAGE DOWN
CTRL+A

CTRL+SHIFT+F8, a 3aTeM ucnosb3yiiTe KIaBUIIH [IEPEMEIICHUS Kypcopa; IS BEIXO/A U3
peKHMMa BBIIEICHUS HaxXMuTe Kiasuiry ESC

F8, a 3aTeM HCIOMNB3YiiTe KIABUIIN IEPEMELLEHHS KyPCOopa; ISl BBIXOAA M3 PeKHMA
BBIICNICHHS HAKMUTe KinaBuiny ESC

BbiaeseHne TeKCcTa U PUCYHKOB B Tabnuue

JleiicTBue

Beigenenue coaepxKuMoro TAB

clenyIouei suenKy.

CoueTanune KJIaBHII
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Bslnenenue conepkuMoro
TIpebIAyIIeH sSueiKu.

Brinenenne HECKOJIBKUX COCETHUX
SAYECCK.

Beriienenue crosbia.

Pacmupenue BblNEHHOTO
(parmenra (uu O10Ka).

Brigenenue Bcel TaGIHIBI.

SHIFT+TAB

Ipu Haxkatoit kiaaBuire SHIFT HeckoIpKO pa3 HAKMHUTE COOTBETCTBYIOIIYIO KIABHIILY

HepeMeleHns Kypcopa

C TIOMOIIBIO KJIABUII CO CTPEIKAMHU IEPEMECTUTECH B BEPXHIOIO NI HUKHIOIO ;{qeﬁKy CTOHGHH, a

3aTEM BBIIOJHUTE OJHO U3 CIEAYIOIUX ACHCTBUIL:

° Haxwmure xiasumu SHIFT+ALT+PAGE DOWN, 4T00bI BBIIEIUTE CTOJIOEL]

CBEpXY BHH3.

o  Haxwmure kinaumu SHIFT+ALT+PAGE UP, uTo65! BELIENUTS cTONOCI] CHU3Y

BBEpX.

CTRL+SHIFT+F8, a 3atem ucrons3yiite KIaBUIIH IEepeMELICHNS Kypcopa; Il BBIXO/a U3 PEKUMa

BBIJICJICHUS HAKMHTE KiaBunty ESC

ALT+5 Ha nudposoii knasuatype (npu BeikirodenHoM naaukarope NUM LOCK)

MepemelweHne No AOKYMEHTY

Ha oaun 3HaK BieBO
Ha oaun 3nak BnpaBo
Ha onno croBo BieBo

Ha OZTHO CJIOBO BIIPABO

Ha oy a63an BBepx

Ha onun a63an BHU3

Ha onny siueiiky BiieBo (B Tabuuiie)
Ha oxuy siueiiky BrnpaBo (B Tabnuiie)
K nmpenpiaymeit crpoke

K cnenyromeii ctpoke

B xonen ctpoku

B nauano crpokun

B nauano skpana

B konen skpana

Ha oxun sxpaH BBepx

Ha onun skpan BHU3

B nauano cnenyronei cTpaHHIIBI
B nauano npeapiaymiei cTpaHuIbt
B xonen nokymeHnTa

B Havaso nokymeHTa

K npenpiaynieMy ucnpaBlieHUIO

B IIOJIOKEHHUE, B KOTOPOM HaAXOAWJICA KypCOp BO BpEMS NMOCIEAHETO 3aKPBITUA TOKYMEHTA (HOC.TIG

OTKPBITHS TOKYMEHTA)

Ilepememenue

MepemeweHmne no tabnuye

Ilepememenue

CoueTanne KJIABHII
CTPEJIKA BJIEBO
CTPEJIKA BIIPABO
CTRL+CTPEJIKA BJIEBO

CTRL+CTPEJIKA
BIIPABO

CTRL+CTPEJIKA BBEPX
CTRL+CTPEJIKA BHI3
SHIFT+TAB

TAB

CTPEJIKA BBEPX
CTPEJIKA BHU3

END

HOME
ALT+CTRL+PAGE UP

ALT+CTRL+PAGE
DOWN

PAGE UP

PAGE DOWN
CTRL+PAGE DOWN
CTRL+PAGE UP
CTRL+END
CTRL+HOME
SHIFT+F5

SHIFT+F5

CouyeTanue KJIaBULI
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B cnenyromyto sueiiky ctpoku TAB

B npenpiayniyto s4eiKy CTpoKH SHIFT+TAB

B nepBy1o s4eiiky cTpoku ALT+HOME

B nocnenHiow suelKy cTpoku ALT+END

B mepBy1o stueiiky cronbia ALT+PAGE UP

B nocnenHow0 sueiiky crondna ALT+PAGE DOWN

B npenpiayniyto cTpoky CTPEJIKA BBEPX

B cnenyromyo cTpoky CTPEJIKA BHU3

Ha onny cTpoky BBEpx ALT+SHIFT+CTPEJIKA BBEPX
Ha oxHy cTpoKy BHH3 ALT+SHIFT+CTPEJIKA BHU3

BcrtaBka 3HakoB a63aua u Tabynsauum B Tabnuuy
BceraBka I'opsiune k1aBuIIM
Hogrrit a63arg BBOJ
3HaK Ta0y SN CTRL+TAB

dopMmaTMpoBaHue 3HaKOB U a6saues

KonupoBaHue chopMmaTnpoBaHus

JleiicTBue Coueranue KJIaBHII
Komnupoanue GpopMaTHpOBaHUS U3 TEKCTA. CTRL+SHIFT+C
ITpuMeHeHNe CKOMMPOBAHHOTO (POPMATUPOBAHHS K TEKCTY. CTRL+SHIFT+V

U3MeHeHMe wpudTa nam pasMmepa TeKcra

JeiicTBue TI'opsiune kaaBumn
Ortkpertre auanorosoro okHa IlpudT nus m3Menenus mpudTa. CTRL+SHIFT+F
VBenuyenue pasmepa mpudra. CTRL+SHIFT+>
YMeHbIeHre pa3mepa mpudra. CTRL+SHIFT+<
VBenuueHue pazmepa mpu@rta Ha OJUH MYHKT. CTRL+]
YMeHblIeHHe pa3Mepa pruQTa Ha OJUH ITyHKT. CTRL+[
dopMaTMpoBaHue 3HaKOB

JeiicTBHE CoyeTanue KJIaBHII
OtkpbiTHE AnanoroBoro okHa pudt ans usmeneHus GopmMaTupoBaHus 3HAKOB. CTRL+D
V3meneHue perucTpa Oyks. SHIFT+F3
IIpeoGpa3oBatue BceX OYKB B IPOMHICHBIE. CTRL+SHIFT+A
IIpuMeHeHue NoITyKUPHOTO HAYePTAHUS. CTRL+B
IIpumeHeHne NoA4epKUBaHHUS. CTRL+U
ToxuepkuBanue cioB (He MPOOEOB). CTRL+SHIFT+W
JIBoifHOE MOUEepKUBAHUE TEKCTA. CTRL+SHIFT+D

IIpeobpa3oBaHne B CKPBITHIN TEKCT. CTRL+SHIFT+H



ITpuMeHeHNe KypCUBHOTO HAUEPTAHUSL.

IIpeoGpa3oBanue Bcex OYKB B Majible POIMCHBIE.

IpumeneHne HopMaTHPOBAHKS HIKHETO HHIEKCA (aBTOMATHYECKHE HHTEPBAJIbI).
Ipumenenne HopMaTHPOBAHKS HAJCTPOYHOTO HHIEKCA (ABTOMATHIECKHE HHTEPBAIIBI).
CHATHE JJOTONHUTEIFHOTO (POPMATUPOBAHUS C BBIACICHHBIX 3HAKOB.

OcdopmiteHue BbI/ICICHHBIX 3HAKOB prdToM Symbol.

NMpocMoTp M KonupoBaHue popMaTUPOBAHUA TEKCTa

CTRL+I

CTRL+SHIFT+K
CTRL+3HAK PABEHCTBA
CTRL+SHIFT+3HAK ITIOC
CTRL+ITPOBEJI

CTRL+SHIFT+Q

JeiicTBHE CoueTtanue KJIABHII
Oto0pakeHne HEIeYaTaeMbIX 3HAKOB. CTRL+SHIFT+* (3Be3nouka Ha mudpoBoil KJIaBHAType HE ACHCTBYET)
BrIBOZ cBeieHMI 0 GOPMATHPOBAHUH TEKCTA. SHIFT+F1 (a 3aTeM mmeIKHATE HHTEPECYIOIINIA TEKCT)
Komnupoanue popmaTupoBaHusl. CTRL+SHIFT+C
BcraBka opmMaTHpOBaHUSI. CTRL+SHIFT+V

3apaHne MeXxAyCTPOUYHOro MHTepBasa

JleiicTBue
OauHapHBIA MEXIYCTPOYHBIH HHTEPBAJI.
JIBOIHOM MeXIyCTPOUHBIH MHTEPBAIL.
ITomyTopHBII MEXTyCTPOUHBI HHTEPBAI.

YBenuyeHue WM yMEHbIICHUE HHTEPBaJIa Mepe]] TeKYIIUM ad3alieM Ha O/lHY CTPOKY.

BoipaBHuBaHue ab63aues

CoueTanue KJaaBuIl
CTRL+1
CTRL+2
CTRL+5

CTRL+0 (Houb)

JeiicTBHE CoueTtanue KJIaBHII
TlepexntoueHue ab3ana Mexa1y BbIpABHUBAHUEM 110 LIEHTPY M BHIPABHUBAHUEM I10 JICBOMY KPalo. CTRL+E
ITepexmouenue ab3ama Mex /Iy BEIpaBHUBAHUEM 110 IIMPUHE U BEIPaBHHBAHUEM II0 JIEBOMY Kparo. CTRL+]
IepexntoueHne ab3ara Mex/1y BbIpaBHUBAaHUEM I10 IPABOMY Kparo U BEIPABHUBAHUEM I10 JICBOMY KPao. CTRL+R
BrIpaBHUBaHHKE a03ama II0 IEBOMY Kpalo. CTRL+L
JlobaBieHne OTCTyIA ClICBa. CTRL+M

Vnanenue orctyna ciesa.
Co3panue BbICTyNA.
YMeHbIIeHUE BBICTYMA.

Cusitue JOMMOJIHUTEIIBHOTO CI)OpMaTPIpOBaHI/ISI C BBIJICTICHHBIX a63aueB.

NMpuMmeHeHue cTuneun absauyes

JeiicTBue
OtkpbiTHE 00sacTu 3aaa4 [IpuMeHeHne cTuei.
OtkpsiTHe 06nacTu 3agay CTHIH.
IIpumeHnenue aBrodopmara.
ITpumenenue ctuist « OOBIYHBIN.

Ipumenenue cTuist «3arojoBox 1.

CTRL+SHIFT+M
CTRL+T
CTRL+SHIFT+T
CTRL+Q

Coueranue KJaBHII
CTRL+SHIFT+S
ALT+CTRL+SHIFT+S
ALT+CTRL+K
CTRL+SHIFT+N

ALT+CTRL+1
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HpI/IMeHCHI/Ie CTHIISL «3aroJI0BOK 2%.

IpumeHeHne CTHIIS «3aroJioBOK 3».

CnusHue v nonsa

BbinosnHeHUe cnMaHusNa

ALT+CTRL+2

ALT+CTRL+3

HeiicTBHE Topsune KIaBUIIH
IIpocMOTp CIUSHHS. ALT+SHIFT+K
CrusHue JTOKYMEHTOB. ALT+SHIFT+N
IeuaTh 0OBEIMHEHHOTO JOKYMEHTA. ALT+SHIFT+M
M3MeHeHne UCTOYHHMKA JAHHBIX CIMSHUS. ALT+SHIFT+E
BeraBka 1mosist CIUsTHUSL. ALT+SHIFT+F
Pa6oTa c nonsamm
JleiicTrBue Coueranue KJIaBHII

Bceraska ot DATE.

Bceraska mosst LISTNUM (aymeparrus).

Bcraska moss PAGE.

Bceraska mosst TIME (texymiee Bpemst).

Bcraska mycToro mous.

OG6HOBIIEHNE CBSI3aHHBIX JaHHBIX B HCX0aHOM nokymente Microsoft Office Word.
OGHOBJIEHHE BBIIEIEHHEIX MTOJIEH.

Pa3peIB cBsI3M ¢ mosiem.

[Mepexouenme MeXy KOJOM BBIIEIEHHOTO HOJSI M €T0 3HAYEHHEM.

HCpeKJ’I}OquI/IC MEXAYy 3HAYCHUAMH BCEX noJiel U UX KOJAaMH.

Axrusuzanus k008 noneit GOTOBUTTON wiu MACROBUTTON B moste co 3HaY€HUAMU.

Tepexox K CIeayOIEMY MOJIIO.
Tlepexoa k mpeablAyIIEMY OO,
BrokupoBka mous.

CHsTHE GJIOKUPOBKH TOJIS.

MNMaHenb fAA3biKa
Pacno3zHaBaHuMA pyKONMUCHOro BBoAa

JeiicTBue

HepeKmoquHe MEXKY A3bIKaMU U pacKJIalKaMU KJIaBUATYPbI

ALT+SHIFT+D
ALT+CTRL+L
ALT+SHIFT+P
ALT+SHIFT+T
CTRL+F9
CTRL+SHIFT+F7
F9
CTRL+SHIFT+F9
SHIFT+F9
ALT+F9
ALT+SHIFT+F9
F11

SHIFT+F11
CTRL+F11

CTRL+SHIFT+F11

Coueranue KJIaBHII

JleBast kiaBmia

ALT+SHIFT
Oto0paxkeHne CIIICKa BAPHAHTOB UCIPABICHUH. +C
BiITio4eHHe 1 BBIKIIOUEHHE PYKOMHCHOTO BBOJA. +H
BKIIFOUEHHE WM BBIKJIFOYEHHE SIIOHCKOTO pefaktopa crocobos Beoja (IME) Ha kinaBuatype co 101 ALT+~
KJIaBUILEH.
BrIIFOUeHHE WM BBIKIIFOYEHIE KOPEHCKOro penakropa crocobos Beoaa (IME) Ha kinaBuarype co 101 ITpaBas kmaBuma ALT

KJIaBHIIIEH.
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BrIIFOUeHHE WM BBIKJIFOYEHHE KUTalCKOro penakropa crocobos Beoja (IME) Ha kinaBuarype co 101

KJIaBHIIEH.

CnpaBOYHUK NO (PYHKLMOHAJIbHbIM K/1aBULLIAM
DyHKLMOHANbHbIE K/1aBULUUN

JleiicTBue
Tonyuenue crpaBku uim odpamieHue k Be0-y3iay Microsoft Office Online.
IepemeleHNe TEKCTA HIIU PUCYHKA.
IToBTOp MOCNEAHETO AEHCTBUS.
Br16op komauzs! [lepeiitn (Bkiaaka [naHas).
Iepexon k cneayrouei 061acTH OKHA WIIM paMKe
Bri6op komanael Opdorpadust (Bkiaaka Penensuposanue).
Pacmupenue BhIICICHHS.
OOHOBJIEHNE BbIICICHHBIX MOJICH.
Oto0pakeHne BCIUTBIBAIOIIEH MOACKA3KHU 110 KIIABHUIIAM.
Ilepexon k cneayromemMy Moo,

Bri6op komanael Coxpanuth Kak (Kromnka Microsoft Office ).

SHIFT+dyHKLUMOHaNbHas KJlaBulla

JleiicTBHe
BbIBOJI KOHTEKCTHOM CIPaBKU MJIH CBEACHUIT 0 hopMaTHpOBaHHUH.
KomnupoaHue Tekcra.
W3menenue peructpa Oyks.
ITostop metictBus Haiitn umu [lepeiitn.

Hepexo;x K ITOCJIEAHEMY U3MEHEHHUIO.

Tlepexom k mpeapIayLIei 001acTH OKHA MM paMKe (rmociie HaxxaTus KiaBuiu F6).

Bri6op komauzs! Tesaypyc (Bkiraaka Penensuposasue, rpymma IIposepka).
VYMeHbIIEHHE BBIICNEHUS.

IMepexmoueHne MexXy 3HAUCHISIMHU MOJIEH M MX KOJaMH.

BBIBOZ KOHTEKCTHOTO MEHIO.

Iepexon x mpeabIAyIIEMY TOTIO.

Bai6op komaunsr Coxpanuts (Kuonka Microsoft Office ).

CTRL+dyHKLUMOHa/IbHaA KlaBuwia

JleiicTrBue
Bri6op komanns [Ipeasapurensusiit npocmotp (Kronka Microsoft Office ).
VYaaneHue B KOMUIKY.
3aKkpbITHE OKHA.
Iepexo/ K CleayONMEMy OKHY.

Bcraska mycToro mous.

CTRL+ITPOBEJI

CoueTaHue KJaBHUII
F1
F2
F4
F5
F6
F7
F8
F9
F10
F11
F12

CoyeTaHue KIaBHII
SHIFT+F1
SHIFT+F2
SHIFT+F3
SHIFT+F4
SHIFT+F5
SHIFT+F6
SHIFT+F7
SHIFT+F8
SHIFT+F9
SHIFT+F10
SHIFT+F11

SHIFT+F12

CoueTaHue KJIaBHII
CTRL+F2
CTRL+F3
CTRL+F4
CTRL+F6

CTRL+F9
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Pa3BepThIBaHNE OKHA JOKYMEHTA. CTRL+F10

BiokupoBKa MOJISL. CTRL+F11

Bai6op komannst Otkpsits (Kromka Microsoft Office ). CTRL+F12

CTRL+SHIFT+dyHKUNOHaNbHaA K/laBULLA

HeiicTBHE CoyeTanue KJIaBHII
BceraBka conepkuMOro KOMMIKH. CTRL+SHIFT+F3
W3MeHeHHe 3aKIaKu. CTRL+SHIFT+F5
Ilepexon k nmpeabIAyLIEMY OKHY. CTRL+SHIFT+F6
O6HOBIEHHE CBSI3aHHBIX JaHHBIX B HcxoaHoM nokymente Office Word CTRL+SHIFT+F7
2007.
Pacinpenne BeiaenieHHOro gparmenta (1 6710ka). CTRL+SHIFT+F8, a 3atem Ha)xxaTHe KIaBUILIH CO
CTpenKoi
Pa3peIB cBsA3M C ONEM. CTRL+SHIFT+F9
CHsATHE GJIIOKHPOBKH MO CTRL+SHIFT+F11
Bei6op komanzpl [leuats (Knonka Microsoft Office ). CTRL+SHIFT+F12

ALT+d(dyHKLMOHaNIbHaA Kl1aBuLia

JleiicTBue

Tepexox K CIeayOIEMY MOJIIO.

Co3zanue HOBOT'O CTaHAAPTHOTO OJIOKa.

Brixox u3 Office Word 2007.

BoccraHoBIIeHHE IPEKHUX Pa3MEPOB OKHA IPOTPAMMBI.

IMepexo U3 OTKPHITOTO AUATOTOBOTO OKHA K JOKYMEHTY (IUIsl TAKHX HATIOTOBBIX OKOH Kak [IOMCK 1 3aMeHa,
KOTOpBIE MOAAEPKUBAIOT TAKOE TIOBEICHHUE).

IMouck cnexyronieit opdorpaduaeckoil MM rpaMMaTHIECKOI OMHOKH.
3amyck Makpoca.

INepexoueHne Mex/y 3HAUYCHISIMU BCEX IIOJICH U UX KOJAMHL.
Pa3BepThIBaHHE OKHA IIPOTPAMMBL.

Otobpaxenue koxa Microsoft Visual Basic.

ALT+SHIFT+d¢yHKUMOHaNbHaA KJlaBUlLaA

JleiicTBue
Iepexo K MpeabIAyIEeMy TOJIO.
Bai6op komaunsr Coxpanuts (Kuonka Microsoft Office ).
OTtoOpaxeHue odnactu 3agay CripaBOYHbIE MaTEpUAIIBI.
AxruBuzanus koo noneit GOTOBUTTON unu MACROBUTTON B none co 3HaYCHUSIMH.

OTOGpa)KeHI/IC MCHIO WA COO6I].I€HI/I$I CMapT-Tera.

CTRL+ALT+dyHKLMOHaNbHAA KJ1aBULUA

Coueranne
KJIABHII

ALT+F1
ALT+F3
ALT+F4
ALT+F5

ALT+F6

ALT+F7
ALT+F8
ALT+F9
ALT+F10

ALT+F11

CoueTanne KJIaBHUIII

ALT+SHIFT+F1
ALT+SHIFT+F2
ALT+SHIFT+F7
ALT+SHIFT+F9

ALT+SHIFT+F10

JeiicTBuHe Coueranue KJIaBHII
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BEIBOJ CBEIEHN O CHCTEME.

Bei6op komangst Otkpsits (Knonka Microsoft Office ).

CTRL+ALT+F1

CTRL+ALT+F2
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